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AGENCY INTAKE MAPPING CONFIRMATION 
Revised 3/5/2004 

 

A review of due diligence personnel mapping will take place during each agency assessment process.  The 
review is not intended to reevaluate every position previously mapped to VITA.  The purpose of the review is 
to focus on the following: 

•  Identify any changes that have taken place since the original mapping, which impact individuals or 
mapping; 

• Verify that support personnel, i.e. procurement, contracts, audit, human resource, financial, GIS, 
and/or facilities, have been appropriately designated and; 

• Gather additional information in order to map all individuals previously classified as “unassigned”.  

 The personnel review will consist of the following steps: 

1. Service Level Director and Agency IT management will review due diligence mapping data 
and make recommendations on each position based on the following: 

For mapped positions, identify any changes that have taken place that may impact the 
mapping.  Gather additional information about positions classified as “unassigned”.  For 
positions identified for review, designate one of the following dispositions:  

a) Confirm that position was properly mapped; 

b) Recommend change in proposed mapping; 

c) Recommend mapping of  “unassigned” position;   

d) Recommend position as out of scope and to remain with agency; 

e) Recommend positions for further review; 

f) For mapped positions, confirm the employee’s skill-set is adequate 
for the mapping.   

2. In general, if there is no clear career target or mapping for the individual, they should remain 
classified as “unassigned” and be referred to VITA’s executive team for a final mapping 
decision.   

3. VITA’s executive team will review and confirm the recommendations.  If necessary, either 
they or designated VITA staff will interview and evaluate any unresolved positions and make 
a final mapping recommendation. 

4. Once the executive team has made the final review and approved staffing, letters will be sent 
to the Agency Head and employees on an exception basis (Attachments A & B).  No letters 
will be sent if there is no change to original mapping. 
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5. Notification will be sent from the Human Resource Management Director to Human Resource 
Management staff, Finance, and other appropriate group(s) within VITA, once final mappings 
are approved. 

6. Once the mapping details have been received, the appropriate Director will work with Human 
Resource management (HR), the Service Level Director, Customer Support Services, and the 
employee to confirm the specific assignment for each employee.  

 


